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COMMANDER’S POLICY MEMORANDUM #14 
 
SUBJECT:  Honolulu District Alternative Work Schedule and Telework Policy 
 
1.  Purpose:  To provide guidance and approval authority necessary to implement the Honolulu 
District’s Alternative Work Schedule and Telework policy. 
 
2.  References: 
 
     a.  CEPOD-C.1019.0, Alternative Work Schedule Processes at:   
http://sharepoint.pod.usace.army.mil/QMIS/Portal/Processes/. 
 
 b.  CEPOD-C.1020.0, Telework Program Process, at:  
http://sharepoint.pod.usace.army.mil/QMIS/Portal/Processes/. 
  
3.  The Department of Defense has promulgated policies favorable to the adoption of alternative 
work schedules (AWS) and Telework.  It has established a requirement for reports to be rendered 
on an annual and “as required” basis to monitor participation in the Telework program.  It is the 
policy of the Honolulu Engineer District, in conformance with guidance from the Pacific Ocean 
Division, to ensure that managers and supervisors properly apply these flexible work alternatives 
to their particular functional area.  Additionally, managers and supervisors must ensure that 
sufficient data is recorded and reported regarding the number of positions eligible for telework.  
The Workforce Management Analyst will consolidate the District’s data and forward to CEPOD-
HR in accordance with Reference b, Attachment E. 
 
4.  Policy:  This policy applies to all activities of the Honolulu District. 
 
 a.  Employees may participate in the AWS and Telework policy with supervisory approval. 
 
 b. Supervisors are responsible for approving employee work schedules, which allow mission 
requirements to be met. 
 
 c.  Employees who desire to participate in AWS or change their current work schedule or 
work hours must complete the AWS Request Form. 
 
 d.  Employees who are interested in participating in the telework program will complete the 
forms at Attachments A-E, Reference b. 
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